Workplace Specialist Applicants

For original WS applicants, they will follow the steps below:
1. Please click on “Workplace Specialist Application”

IO makianas Was KR 1e Sae | ATY pmetal

Ill

2. Instep 1 of the application process, you will choose “Original” from the drop down menu
a. You will mark the bullet next to “Original Workplace Specialist 1.”
b. You will also type in your subject endorsement area

c. Then you will choose “next”
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3. In Step 2 of the application process, you will indicate an employment institution if you have not already done so.
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a. Then you will press “Next”



4. In Step 3 of the application process, you will answer all legal questions. If you answer “yes” to any of these you
must upload supporting documentation explaining the situation.
a. You will press “Next” when done.
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5. In Step 4 of the application process, you will upload supporting documents for:
a. CPR/AED/Heimlich training
b. Verification of Work Experience
c. Proof of Suicide Prevention Training
d. You may also mail or email your documents but you have to indicate this in the box.
e. When you have done that—you will choose “Next”
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6. InStep 5 of the application process, you will be given a summary of your application. If everything looks fine,
please read the Loyalty Affidavit at the bottom and then hit Submit Application.
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Confirm Your Application
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7. You will then be taken to a page that looks like this. Please click on “Click here” to pay for all pending

applications.
a. Assoon as you pay for your application, it is finalized and you will be given a confirmation.
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Workplace Specialist applicants that wish to renew must have an approved a PDP (Professional Development
Plan) on file with their CTE. Professional Growth Points must be earned and submitted to your CTE Director
for approval as well as your Professional Development Plans (Current and Proposed).

The Workplace Specialist applicant may now apply for a Renewal.

How to Apply for a Renewal

1. Choose “Workplace Specialist Application” from your “My LVIS” home screen.
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2. InStep 1 of the Application Process, choose “Renewal” from the drop down menu, then choose your license

number and then press “NEXT”.
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3. In Step 2 of the application process, you will indicate an employment institution if you have not already done so.

Then you will press “Next”
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4. In Step 3 of the application process, you will answer all legal questions. If you answer “yes” to any of these you
must upload supporting documentation explaining the situation.
a. You will press “Next” when done.
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5. In Step 4 of the application process, you will upload your CPR/AED/Heimlich card.
a. You will press “Next” when done.
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6. InStep 5 of the application process, you will be given a summary of your application. If everything looks fine,
please read the Loyalty Affidavit at the bottom and then hit Submit Application.
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Confirm Your Application
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7. You will then be taken to a page that looks like this. Please click on “Click here” to pay for all pending

applications.
a. Assoon as you pay for your application, it is finalized and you will be given a confirmation.
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The application will then be routed to the CTE-Director to approve. Once it is approved it will go to the Dept of
Education to issue. The applicant will be notified via email as soon as it is issued.

Conversions of Workplace Specialist 1 to Workplace Specialist 2

The 1* step of completing an application for WS1 to WS2 conversion application should be that you prepare your 1*
Professional Development Plan—“Proposed Plan” and have your CTE Director approve it. This is a statement of objects
or goals that you’d like to accomplish over the next 5 years toward the renewal of your WS2 license. This will remain on

file with your CTE-Director.



Conversion Application (once PDP is approved)
1. Choose “Workplace Specialist Application” from your “My LVIS” home screen.
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2. InStep 1 of the Application Process, choose “Conversion” from the drop down menu, then choose your license
number and then press “NEXT”.

License Verification and Information System Portal
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3. In Step 2 of the application process, you will indicate an employment institution if you have not already done so.
Then you will press “Next”
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4. In Step 3 of the application process, you will answer all legal questions. If you answer “yes” to any of these you
must upload supporting documentation explaining the situation.
a. You will press “Next” when done.
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a. You will press “Next” when done.
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6. InStep 5 of the application process, you will be given a summary of your application. If everything looks fine,
please read the Loyalty Affidavit at the bottom and then hit Submit Application.
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Confirm Your Application

Lormrac tiome
- .
" 1T aaceEae b
b - n =
A TSRS &

Weg | Amee Srapierned Maamacel sy
Anelniban fbian)  Ovegiel Eufassarad St M

T Patsasscal Sxiatassissy

A
WML [ Ve crvuressiag Sum - 00
Yo avgteamant for the Abghan0 o med 85 T B Camet & T B ae o DAL O
e 2 Crwvenal wanary
o wvwn Putwawy B, (199 Ne
o bmrnn b loails dmaid, 1nanhad o msspmad od b Daduens o b oo
e
i st D 0
Ten 5 Apb ten Sacprreeete e Cuaue
Aprha alies Mageerrrest daiariaslatios apbambed Lo Vhn apubn aline feixioJlassaar
Panl ol CIR | maevas | Al Twtthabum
R T Se—
o 5 Loyaity Allulase
| ateentdy Boad [ SIVaR1| AT | Wl Al 11 CIauEtanare 41 e Untnd S of Amecss and i The Hate o)
Inbare
b UM The SPTIALS Coriabed o ThE 40 RAIS Nt Ibrase

s irerdadge aral st Massisenitatiin Siade o e 8pd caias

1t r——— b

- Praseus et Aasaatue

B s = W P 90 11

7. You will then be taken to a page that looks like this. Please click on “Click here” to pay for all pending

applications.
a. Assoon as you pay for your application, it is finalized and you will be given a confirmation.
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The application will then be routed to the CTE-Director to approve. Once it is approved it will go to the Dept of
Education to issue. The applicant will be notified via email as soon as it is issued.



